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SAMPLE AGRNCY REGULATTCH (N RFFORTS MANAGFMINT

SYNOPSIS: This regulation provides
for a continuing Agency Reports Man-
agement Progrem to improve the quality
snd reduce the cost of reports.

1, SCOPE

The Agency Reports Management Program includes all recurring acdminis..
trative or management reports submitted between: (1) Headquarters
components, (2) headquarters snd the field, and (3) the Agency end
outside orgenizations., Individual ecomponents may expand this scope
%0 include one-time reports,

¢, DEFINITIONS

A report is an account or statement of information in written narrative,
tabular, punch card or graphic form, transmitted from one orgsniza-
tional element Lo another in response %o & need for information. A
recurring report 1is one for which there is a standing requirement

for its submission at preseribed intervals (daily, weekly, rmonthly)

or periocdieally on each occurrence of an event or situation of certain
pirescribed characteristics (e.g., 2 report of an accident).

3> POLICITFS

The Agency Reports Management Program shell be administered on a
aacentralized basis throuzh Major Component programs governed ty the
following policles:

a, Requirements for reports and rescissions thereof shall be in
writing,

b, Only approved reporiting requirements shall be established or
eontinued. An approved reporting requirement is one that has been
coordinated by an official designated to perform this fuacticen,
and to which a reports control symbol hss been assigned,

¢- Reporting requirements in ei'fect on the date of this regulation
shall be considered approved pending their continued evaluation
in accordance with peragraph 3f below.
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An official shall be designated at each of the following head-
quarters levels to coordinate requirements for reeucring reports
in the categories shown: '

Headquarters Levels Categories

S ——y T, e o

Deputy Director Reports submitied betwsen
fajor Components, and
between Operating Offices
within a Major Cemponent

Operating Official Reports submitted batween
divisions and staffs within
an Operating Office.

Each approved requirement for a recurring report shall be assipned
a reports control symbol by the official responsible for eoordin-
ating the requirement. Reports control symbols shall be cited in
directives requiring reports and in reports submitted accordingly.,
An individual whe receives a recurring report directive which does
not cite a reports control symbol shall refer the matter to the
official designated to coordinate reporting requirements in his
component, and may defer complying with the directive until
notified that the reporting requirement has been approved,

Fxdsting reporting raequirements shall be evaluated continually
for effectiveness and continued need. HNew or revised requirements
shall be reappraised initially within 3 to 6 months after sub-
mission of the first report,

RFSPNSTBILITI£S

The Chief, Records Management Staff, is responsible for staff
guidance, assistance, and coordination of the Agency Reperts
Hanagement Program by providing broad plans, policies, stendards
and guides,

The Deputy Directors are respensible for establishing, directing,
and maintaining component Reports Management Programs in con-
formity with this regulaticn and the handbook, Installing and
Operating an Area Reports Management Program,

A, 5, SFE
IURFCTOR

Approved For Release 2006/11/13 : CIA-RDP75-00399R000100010031-2

STAT



